JJIS ACCESS / PERMISSION REQUEST (Version 2.06 — July 2020)

. ACTIONS REQUESTED

DATE:

System Access:
Reason(s): [ ] New Employee

|:| New Position

[] Transfer from:

[ ] other:

[ ]Add [ ] Update Permissions [ | Update Credentials [ ] Suspend [_] Reinstate / Resume [_| Terminate

1. USER INFORMATION - Section Il must be completed in full!

Last Name, First Name, Middle Initial:

Network/VPN Login:

Credentials (LMHC, RN, MD and License #, etc.):

Agency: Date of Hire: (] pys staff [_|Provider [_| Non-DJJ/Provider
Position Title: Unit / Program/Facility:

Work Address: County:

Work Email: Work Phone:

1. PERMISSIONS REQUESTED- Check all permissions that apply to your service area and that are being requested.  View Permission Profiles
PREVENTION &CIVIL CITATION: DETENTION: PROBATION: RESIDENTIAL (DJJ):

|:| Civil Citation — View Only |:| Contracted - IDO |:| Screener |:| Commitment Manager

[] civil Citation — Data Entry
[] Prevention — View Only

Prevention = — Data Entry
AdminRights (DJJ HQ)

COMMUNITY PROVIDERS:

[] Respite/DV Data Entry

|:| Diversion Provider

|:| Diversion Provider Supervisor

[] Probation Provider

[] Probation Provider Supervisor

[] Redirection/HBI/Transition

[1Joo

|:| JDO Supervisor

[] Asst. Superintendent
[] superintendent

[] Regional

[] Administration (HQ)

] secretary Specialist
|:| Food Service

|:| Maintenance Mechanic

|:| Screener Supervisor
[]1JPO - Pre Academy
[]JPO - Certified
[]JPO - Senior

|:| JPO - Supervisor

[] chief Probation Officer
] Regional
[] Administration (DJJ HQ)

[] Administrative Support

EMR - MENTAL HEALTH

EMR - MEDICAL

EMR - MH/Medical

|:| Administrative Asst.

[] clinical Staff - MH

[ Clinical Staff - SA

] Clinical Staff - MH/SA
[] Licensed MH

[] Licensed MH/SA

[] Licensed SA/Cert. Prof.

[ IMedical RN

[] DHA/Designee
[ ] Medical APRN

[ IMedical LPN

[] Psychiatrist

] Records Clerk

EMR Management

Reports

[] Psychiatric APRN

|:| Intern

[]JDAI staff

[] Reform Specialist
[] secretary Specialist
[] volunteer

[] Asst. Chief Probation Officer

|:| Operation Management

[] Regional
[] Administration (DJJ HQ)

RESIDENTIAL FACILITY STAFF:
[] clerical

|:| Case Manager

[] Medical Staff

[] Mental Health Staff

[] Facility Administration

DJJ HQ OR STATEWIDE PERMISSIONS:
] HQ Executive Leadership

[] ai/ss staff

L] 1G staff

|:| Contracts

] EMR - Audit Admin.

[] EMR - HQ Staff

IV. ADDITIONAL PERMISSIONS REQUESTED- training dates must be entered if requesting permissions.

PMM: CAT ASSESSMENT: PREVENTION ASSESSMENT TOOL HUMAN TRAFFICKING SCREENING TOOL:
DATE TRAINED DATE TRAINED (PAT):DATE TRAINED DATE TRAINED DEL PREV
[] Master (HQ) ] View Only [] View Only [] Data Entry ] View Only

[] contract Management Chief
|:| Contract Manager

|:| Pre-Screen Assessment
[] Full Assessment

] Admin. Audit [ Reports

[ ] OHS staff YES PLAN:

] Provider DATE TRAINED:
] External Monitor [] view Only
] Regional Monitor [] pata Entry
] Program Area Staff ] Approval

RAY: DATE TRAINED

] View Only

|:| RAY assessment/forms
|:| RAY Management Reports
|:| RAY Reports

[] Basic Data Entry (add/edit)
] Full Access (DJJ HQ)
] HTST Alerts Reports

CCC: DATE TRAINED
|:|Permission:
[]external Reports

EVIDENCE BASED SERVICES:

DATE TRAINED

] Reports Only

|:| Data Entry- Interventions

1 Administrator (DJJ HQ)

Facilitators — Submit Facilitator Form to DIO

STARS: DATE TRAINED
[ Facility Staff
[JAdministrative (DJJ HQ)

SVS: DATE TRAINED
[] Add / Edit Staff

|:| Reports

DRAI: DATE TRAINED
[] view Only
|:| Data Entry

EEEP DATETRAINED
[ ]pual Role [] Records Contact
] Educational Rep. [_] Transition Contact

[ 1ins VIEW ONLY

i [lother permission not listed:

List all programs for which you need access. Permission will only be granted for listed programs. Attach additional sheet if necessary.

Programs/Facility:

Authorization required for permissions to be issued. Forms submitted without supervisor signature will be returned.

Supervisor:

Supervisor work e-mail address:

Supervisor’s Signature:

Contract Manager/Designee Signature:

DIO USE ONLY/SPECIALIZED APPROVAL:

Title/Unit: Phone:
Date:
Date:
OHS STAFF APPROVAL SIGNATURE: Date:
CCC STAFF APPROVAL SIGNATURE: Date:



http://www.djj.state.fl.us/partners/data-integrity-jjis/access-agreements-policies
Department of Research and Data Integrity
Comment on Text
Add- Check this box when you are requesting JJIS Access for staff who does not currently have a JJIS account. Generally a new hire, or someone with new job duties requiring access.

thomasci
Sticky Note
Unmarked set by thomasci

Department of Research and Data Integrity
Comment on Text
Update Permissions - Choose this option if you already have a JJIS account but you just need to add a permission (DRAI, PACT, HTST,
etc.) or change level of access for a current permission.

Department of Research and Data Integrity
Comment on Text
Update Credentials – Choose this option to update or add Medical/ Mental health licensing, degree, or other certifications.

Department of Research and Data Integrity
Comment on Text
Suspend – Choose this option if the user's account needs to be suspended for extended leave or otherwise.

Department of Research and Data Integrity
Comment on Text
Reinstate / Resume – Choose this option to have a suspended account reinstated/resumed (i.e. when a user returns from extended
leave, supervisor can request that the account be reactivated).

Department of Research and Data Integrity
Comment on Text
Terminate ‐ Choose this option to have an account deleted from the JJIS system. Used when staff no longer works for the company/department, or job no longer requires access to JJIS.

Department of Research and Data Integrity
Comment on Text
New Employee ‐ Choose this option if you currently have no JJIS account. This includes if you resigned from one provider and are
being hired by another.

Department of Research and Data Integrity
Comment on Text
Transfer from: ‐ Choose this option if you are being transferred and your JJIS account needs to be updated to reflect the changes. Provide specifics on the transfer.

Department of Research and Data Integrity
Comment on Text
New Position – Choose this option if you transferred within the same unit from one position to another that requires different
permissions in JJIS.

Department of Research and Data Integrity
Comment on Text
Network/VPN login: ‐ For provider staff, enter VPN login. If none, leave blank. A separate request must be completed for
VPN access. For DJJ staff, enter the login used to log on to a DJJ computer.

Department of Research and Data Integrity
Comment on Text
Last Name, First Name, Middle Initial: ‐ Enter staff’s last name, first name and middle initial.

Department of Research and Data Integrity
Comment on Text
Credentials (LMHC, RN, MD and License #, etc.): Enter any credentials held by the staff, including license numbers if applicable.

Department of Research and Data Integrity
Comment on Text
Agency: ‐ Enter the name of the company for which the staff works. For example, DJJ, Big Brothers, Big Sisters, G4S or PACE.

Department of Research and Data Integrity
Comment on Text
Date of Hire: ‐ Enter the staff’s date of hire in current position.

Department of Research and Data Integrity
Comment on Text
Unit / Program/Facility: ‐ Enter the unit number for Probation staff, or the name of the program and/or facility for other staff. Examples are C2/Unit 102, Duval RJDC, Disc Village or Alachua Academy.

Department of Research and Data Integrity
Comment on Text
Position Title: ‐ Enter the staff’s position title – What is their role?

Department of Research and Data Integrity
Comment on Text
Work Address: Enter the address at which the staff works.

Department of Research and Data Integrity
Comment on Text
County: ‐ Enter the county where the staff works.

Department of Research and Data Integrity
Comment on Text
User Email Address: ‐ Enter the staff’s work email address.

Department of Research and Data Integrity
Comment on Text
Work Phone: ‐ Enter a work phone number at which the staff can be reached.

Department of Research and Data Integrity
Comment on Text
Permissions - Please note the highlighted categories. Below each category title there is a list pertaining to certain permissions (abilities) the user might need to request and/or a user's particular position title. Please check all that apply to your service area and that are being requested for this user. DO NOT leave blank. Without this information your request will be returned. If you have questions about what permissions a position might need, feel free to talk with a supervisor and/or DIO.

Department of Research and Data Integrity
Comment on Text
Additional Permissions Requested - These permissions require additional training. Once training is verified, you must check the permission and note the date you were trained in order to be granted permissions in JJIS.

Department of Research and Data Integrity
Comment on Text
Special permissions not standard with position title: ‐ Enter any other modules/permissions for which you need access that are not
standard for someone in your position.

Department of Research and Data Integrity
Comment on Text
Programs: ‐ List all other programs for which you need access. "Programs" are the work locations you will need access to (i.e. if you are a program director and have work sites in 2‐3 counties, please list all the sites so that you will have access). You will only be assigned permissions for those programs you specify. Attach an additional sheet if necessary. You will have to place a work order and submit another user request if you need to add any other sites after initial permissions have been set.

Department of Research and Data Integrity
Comment on Text
You MUST have a site SUPERVISOR fill out this bottom section of the "permission request". Requests submitted WITHOUT supervisor
signature permission request will be returned for signature. Supervisor: Enter the name of the supervisor of the staff for whom permissions are being requested.

Department of Research and Data Integrity
Comment on Text
Title: Enter the supervisor’s title.

Department of Research and Data Integrity
Comment on Text
Phone: Enter the supervisor’s phone number.


Department of Research and Data Integrity
Comment on Text
Supervisor e-mail address: enter supervisor's work e-mail.

Department of Research and Data Integrity
Comment on Text
Supervisor’s Signature: The supervisor must sign this document electronically and/or manually. Supervisor will then send to appropriate party.

DJJ supervisors: send directly to DIO.
Contract DJJ Provider: send to contract manager.
Non-Contracted Provider staff: send to DIO for review.

Department of Research and Data Integrity
Sticky Note
Unmarked set by Department of Research and Data Integrity

Department of Research and Data Integrity
Comment on Text
Other: Choose this option and enter specifics for any other reason not indicated above. 

Department of Research and Data Integrity
Comment on Text
Prevention is for those that need access to JJIS- Prevention Web.  Often used by programs related to CINS/FINS or after school programs.

Civil Citation is for those that need access to JJIS-Prevention Web for Civil Citation Services. Often used by local civil citation programs contracted through DJJ.

View Only - select for users that will only need to view data and not enter. 

Data Entry- select for users that will be viewing and entering youth data into the Prevention Web system, specify prevention vs. civil citation.

Department of Research and Data Integrity
Comment on Text
Detention Services; select the appropriate position title

Contracted JDO- contracted Juvenile Detention Officers that are not employed by the State of Florida.

JDO/JDOS- Juvenile Detention Officer/Juvenile Detention Officer Supervisor.

Asst. Superintendent/Superintendent - Assistant Superintendent/Superintendent of a Juvenile Detention Facility

Regional - Detention Regional Administrative staff

Administration - Detention Services Head Quarters staff (Tallahassee)

Secretary Specialist - Detention facility secretary/clerical staff member.

Food Service - Food service staff member that needs access to Special Alerts and FMS.

Maintenance Mechanic- staff that needs access to FMS maintenance work orders.

Department of Research and Data Integrity
Comment on Text
Probation Services - select appropriate position title that closely matches your role.

Screener - contracted detention screening services through a screening unit/Juvenile Assessment Center. (Provider staff)

Screener Supervisor - contracted detention screening services supervisor through a screening unit/Juvenile Assessment Center. (Provider Staff)

JPO- Pre-Academy - Juvenile Probation Officer that has not yet passed the Juvenile Probation Academy exam.

JPO Certified - Juvenile Probation Officer that has passed the Academy exam and has been certified as a JPO.

JPO Senior - Senior Juvenile Probation Officer

JPO Supervisor- Supervisor of a Juvenile Probation unit

Asst. Chief Probation Officer/ Chief Probation Officer - oversees JPO supervisors and their units. 

Regional- Probation Regional Administration

Administration (HQ) - Head Quarters Probation administration. Tallahassee staff. 

Administrative Support - Anyone who assists local Probation administration with duties pertaining to circuit or region.

Administrative Assistant- Assistant to Probation administrative staff, they are often employees of the State.

Intern- pertaining to Probation Interns, they are granted limited JJIS access. 

JDAI Staff - local Juvenile Detention Alternatives Initiation coordinators. 

Operation Management - part of Probation circuit/region administrative staff.

Reform Specialist

Secretary Specialist - secretaries/clerical that work within the local Probation units. 

Volunteer - limited access to JJIS.


Department of Research and Data Integrity
Comment on Text
Residential Services with Department of Juvenile Justice. This area pertains to State employees.

Commitment Manager - local liaison for each circuit that help manage meetings and coordination with residential programs statewide.

Regional - Residential Regional staff

Administration(HQ) - Residential administration in Head Quarters, Tallahassee. 

Department of Research and Data Integrity
Comment on Text
Community Providers. This are lists providers within the local community that helps at-risk youth whether it is respite shelters, diversion providers or probation providers. Select which closely matches your position or program.

Respite/DV Data Entry - this permission allows users to enter data on youth that are brought to the shelter for respite or domestic violence. 

Diversion Provider- often diversion case manager staff member.

Diversion Provider Supervisor - diversion supervisor of case management.

Probation Provider -  a provider case manager that manages youth within the community.

Probation Provider Supervisor - a provider supervisor that oversees case management of youth in the community. 

Redirections/HBI/Transition - provider that offers one of the following services:

redirections - counseling for youth and families in the community that are on a probation/aftercare supervision.

HBI (Home Builders Institute) - staff that work for this provider.

Transition services - community based staff that work with youth transitioning from a residential program to the community. 

Department of Research and Data Integrity
Comment on Text
Residential Facility Staff refers to facility providers working with the youth in a particular residential program. 

Clerical - this is for administrative assistance and secretaries that will assist with JJIS duties. 

Case Manager - staff that assist youth with their progress and case management. 

Medical Staff - all medical personnel would select this option. Residential provider staff do not have access to OHS EMR (Office of Health Services Electronic Medical Record).

Mental Health Staff - all Mental Health personnel would select this option. Residential provider staff do not have access to OHS EMR (Office of Health Services Electronic Medical Record).

Facility Administration - pertains to provider administration of a facility rather than State employee administration.

Department of Research and Data Integrity
Comment on Text
DJJ HQ or Statewide Permissions - this is primarily for Head Quarter administrative staff in Tallahassee, FL.




Department of Research and Data Integrity
Comment on Text
Program Monitoring and Management module - special training in this module must be completed before a DIO can grant access. 

Special training is required prior to a DIO granting permission. Training date required to verify training.

Master(HQ) - Head Quarters staff.

Contract Management Chief - Contract Management Chief.

Contract Manager - Contract Manager role.

Admin. Audit - View only access for auditing.

OHS Staff - Office of Health Service staff role.

Provider- All local users including DJJ detention/probation staff but includes all providers contracted to DJJ as well.

External Monitor-This role will be able to create new and edit all documents associated with their contracts/programs.

Regional Monitor - This role will be able to create new and edit all documents associated with their contracts/programs.

Program Area Staff - Able to create new and edit all documents associated with all contracts.

Department of Research and Data Integrity
Comment on Text
CAT Assessment refers to the Community Assessment  Tool that assesses a youth's risk to re-offend. This is used by State and Provider staff providing services to youth in the community. 

Special training is required prior to DIO assigning permissions. Training date needed for verification.

View Only- to view CAT data only rather than assess and enter data. 

Pre-Screen Assessment - request for only pre-screen data entry

Full Assessment - request for only full screen data entry

Reports - CAT reports only, no data entry.

Department of Research and Data Integrity
Comment on Text
YES Plan is the Youth Empowered Success Plan that accumulates data from the CAT. Used by Probation and Case Management providers.

Special Training required before DIO can grant permissions. Training date needed to verify training. 

View Only - viewing the data of the YES Plan, no data entry.

Data Entry- will be adding/editing data in the YES Plan. 

Approval - reserved for supervisors/designees that will review and approve YES Plans once completed.

Department of Research and Data Integrity
Comment on Text
Prevention Assessment Tool (PAT) is assessment used by prevention and civil citation providers. 

Special training is required prior to a DIO granting permission. Training date required to verify training.

View Only - viewing assessment only, no data entry.

Data Entry - viewing and entering assessment data.

Department of Research and Data Integrity
Comment on Text
RAY Assessment refers to the Residential Assessment of Youth that identifies the youth’s highest scoring criminogenic needs, guides the development of intervention strategies and assists with determining progress. This is used by State and Provider staff providing services to youth in a residential setting. 

Special training is required prior to a DIO granting permission. Training date required to verify training.

View Only - no data entry.

RAY assessment/forms - permission to do the RAY assessments and the associated forms (Youth Needs Assessment Summary, Performance Plan and Report, and Performance Summary.

RAY management reports - typically for administrative/supervisor/auditor staff.

RAY reports - typically for all case management staff and their supervisors/administration.

Department of Research and Data Integrity
Comment on Text
Human Trafficking Screening Tool (HTST) - an assessment that reviews possible evidence that a youth is involved with human trafficking whether it is commercial sexual exploitation of a child or labor trafficking. 

Special training is required prior to a DIO granting permission. Training date required to verify training.

View Only- no data entry

Basic Data Entry - add/edit data. 

Full Access(HQ) - Head Quarters staff only. 

HTST Alerts Reports - limited access, approval required. 

Department of Research and Data Integrity
Comment on Text
State Transportation and Relocation System - this is used by Detention Services when a youth is being transported between 2 DJJ facilities. 

Special training is required prior to a DIO granting permission. Training date required to verify training.

Facility Staff - permissions are pre-determined by Head Quarters.

Administrative(HQ) - Head Quarters staff only.

Department of Research and Data Integrity
Comment on Text
Evidence Based Services (EBS module) - services provided by staff properly trained in the curriculum. 

Special training is required prior to a DIO granting permission. Training date required to verify training.

Reports only - no data entry

Data Entry - Interventions Able to enter youth data for interventions and its lessons/chapters.

Administrator (HQ) - Head Quarters staff.

Facilitator - the facilitator form must be completed in order to be entered as an approved facilitator for EBS interventions.

Department of Research and Data Integrity
Comment on Text
Electronic Educational Exit Plan (EEEP) - is created for youth that are transitioning from a residential program to the community. 

Special training is required prior to a DIO granting permission. Training date required to verify training.

Educational Representative - Residential Education staff member.

Transition Contact - Local School Board official

Dual Role - if both the educational representative and the transition contact are the same staff member for the local area.

*Probation staff have read/view only access.

Department of Research and Data Integrity
Comment on Text
Staff Verification System (SVS)- All personnel that work with the Department of Juvenile Justice youth are entered into this system including State, Provider, Sub-Provider, and Volunteer staff.

Special training is required prior to a DIO granting permission. Training date required to verify training.

Add/Edit staff - this will allow user to add new staff members and edit existing ones. 

Reports - view reports only, no data entry.

Department of Research and Data Integrity
Comment on Text
Central Communication Center (CCC) - The purpose of the CCC is to provide a service to the Department of Juvenile Justice (DJJ), and department provider facilities, programs funded in whole or part, offices and sites operated by the department, and providers or grantees in maintaining a safe and secure environment for the treatment, care and provision of youths under its jurisdiction. CCC HQ staff will have the final approval before granting permissions.

Special training is required prior to a DIO granting permission. Training date required to verify training.

Permission - what level of permissions are being requested. At CCC training, access to certain areas are discussed those permissions should then be written into the permission form here or attached as a separate page.

Department of Research and Data Integrity
Comment on Text
Detention Risk Assessment Instrument (DRAI) - a scoring assessment that objectively determines the youth's continued placement. 

Special training is required prior to a DIO granting permission. Training date required to verify training.

View Only- no data entry

Data Entry- conduct the assessment, view and enter data.

http://www.djj.state.fl.us/partners/data-integrity-jjis/access-agreements-policies
Department of Research and Data Integrity
Contract Manager/Designee Signature - DJJ contract manager or their designee will need to review and sign once approved for all provider staff.

Chief Probation Officer or Assistant Chief Probation Officer will need to approve of any Non-DJJ Contracted staff requesting access.

Department of Research and Data Integrity
OHS Staff approval signature -
Office of Health Services will review and approve users for EMR access. Once approved, form will be signed.

Department of Research and Data Integrity
CCC Staff Approval Signature - When requesting permissions for CCC, CCC HQ staff will be required to approve the request (excludes Reports Only, HR Manager, and PA updater w/o rec).

Department of Research and Data Integrity
Highlight
Clinical Staff MH - Clinical staff (non-licensed) specializing in mental health.

Clinical Staff SA - Clinical staff (non-licensed) specializing in substance abuse (DCF licenser required).

Clinical Staff MH/SA - Clinical staff (non-licensed)specializing in both mental health and substance abuse (DCF licenser required). 

Licensed MH - Licensed staff that specialize in mental health.

Licensed MH/SA - Licensed staff that specialize in mental health and substance abuse. Designated Mental Health Authority is assigned this permission role.

Licensed SA/Cert. Prof. - Licensed or Certified staff that specialize in substance abuse. 

Department of Research and Data Integrity
Highlight
OHS Electronic Medical Record - Medical is for Detention medical personnel ONLY. Residential service providers are not granted access at this time. OHS HQ staff have the final approval on EMR access before access is granted to Detention Medical provider. 

DHA/Designee - Designated Health Authority

Medical ARNP - Advanced Registered Nurse Practitioner

Medical RN - Registered Nurse

Medical LPN - Licensed Practical Nurse


Department of Research and Data Integrity
Highlight
OHS Electronic Medical Record - Mental Health and Medical is for Detention MH/Medical personnel ONLY. Residential service providers are not granted access at this time. OHS HQ staff have the final approval on EMR access before access is granted to Detention Mental Health provider. 

Psychiatric ARNP – Advanced Registered Nurse Practitioner that specializes in Psychiatry.

Psychiatrist – Licensed Psychiatrist.

Records Clerk – Clerical position for both mental health and medical staff. View only access, can upload documents. 

EMR Management Reports – assigned to approved users by the Office of Health Services.
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